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Purpose of Cleanup

 Eliminate unneeded accounts in
preparation for the Chart of Accounts
Migration

Benefits:

- Speeds migration process

- Cleaner more efficient chart of accounts
- Faster backups, murefresh etc.



Caveats

* |nstructions and processes based upon
MUNIS Version 7.2

* This is your chart of accounts. Decide
which accounts to purge and which should
remain.

* Make sure you have a good backup before
running any purge/delete steps
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Cleanup Steps — High Level

Purge journal history transactions
Mass delete fund 2 projects
Mass purge closed accounts

Individually purge any remaining
accounts



KDE Recommendation

History Retention

» Keep current plus 6 prior fiscal years of
financial information

» Today this means keeping
— FY 2009 through FY 2003



Purge Journal History Entries

Purging History entries does not remove
or zero account balances

Familiar task performed annually to
“reuse” Fund 2 projects

Purge journal history entries FY2000 —
FY2002

Optionally produce reports before purging

Purge all FY's before proceeding to other
purging steps
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Purge Fund 2 Projects

» Using the Mass delete function to purge
Fund 2 projects reduces manual, one-by-
one deleting of accounts

« Familiar task also performed annually to
“reuse” Fund 2 Projects

* In keeping with KDE retention
recommendation, purge all FY2000 —
FY2002 projects



Preparing to Purge Fund 2

* Ensure Projects are expended/balanced

* Run Project Budget report in summary to
quickly view projects and assess
expended/balanced

 Correct or exclude from purging any
projects not expended or in balance
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Mass Deleting Projects

* Mass delete balanced/expended projects
(FY2000 — FY2002)

* Produce Summary report of accounts
(spool) and review report for accounts or
projects with recent history (current + 3
years prior)
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Mass Purge Closed Accounts

Purges Closed accounts with no history
Do not purge closed accounts in Fund 2
Only purge Expense accounts

Run entire report and review results before
proceeding

Decide which accounts or groups of
accounts to purge
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Purge Individual Accounts

* Run utility from root

* Review the spool file report and determine
which accounts to purge

» |Individually delete accounts from GL
Account File Maintenance
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Questions About the Process

« Email Kristin Lambert
Kristin.Lambert@education.ky.gov

» Found on the Global Email directory

» Specific program questions may be
directed to MUNIS Support




